
APPLICATION FOR RECORDS RETENTION SCHEDULE 

I1870 Twin Towers East, A t lan ta ,  GA\:30334 I M A Y  3 1988 I 3-UN 3 0  7988 
Working Title Telephone Number 2. PerrontoConM 

3. ActionRmunt.d 
Stan Bernknopf D i r e c t o r  656-2661 

MPARIUEWTOF OFFICE Of  TME SECRETARY ARCn,VESAND OF STATE MISTORY 
RECORDS MANAGEMENT DIVISION 

a. &I EAblish Retention Sfhedule; record will continue to armmulate. 
b. 0 Dispose of pesent accumulation; no further accumulation anticipated. 

FOR AGENCY U6E 
Application Data 

Awlication Number 

1. Anaw Address 
Georgia Department o f  Education ' Awlication Nu- 

Mo RECORDS MANAGEMENT USE 

O f f i c e  o f  Eva lua t ion  and Personnel 
Development, Assessment D i v i s i o n  

Student Assessment and Test  DeVelODment mm Carnplered R ~ i M d  

1981 

The Student Assessment and Test  8helopment  U n i t  i s  respons%reY3br aarninis%rifig a program 
o f  assessment i n v o l v i n g  a l l  p u b l i c  schools and students i n  a l l  qrades K-12, except Grade 5. 

I Current  I Test Score Summaries f o r  Highschool Basic S k i l l s  Test  (BST) 
6. Dimision md ot f i  Function What is e function of the Djvisiw and the Dffi 'ch thi rcford ies.i created? 

4. Dater of Saii 
Earliesi Laten 

The i r  v i t a l  r o l e  o f  assessment fo r  a c c o u n t a b i l i t y  i n  t h e  educat ional  process was' recognized 
by t h e  Georgia General Assembly i n  1974 APEG l e g i s l a t i o n  and 1985 QBE(Qua1ity Basic Educatic 
l e g i s l a t i o n .  Beginning i n  1971 the  Student Assessment U n i t  was respons ib le  f o r  admin is ter ins 
the  norm-referenced and c r i t e r i on - re fe renced  t e s t s  and p rov id ing  i n fo rma t ion  t o  students,  
parents, educat ional  decision-makers, i n c l u d i n g  teachers, l o c a l  admin is t ra to rs ,  s t a t e  
admin is t ra to rs ,  the  General Assembly, S ta te  Board o f  Education and the  general pub l i c .  Tesl 
data i s  used f o r  diagnosing needs of i n d i v i d u a l  students, communicating w i t h  parents and 
teachers, eva lua t i ns  cu r r i cu lum and i n s t r u c t i o n  a l l o c a t i n a  funds f o r  remedial education. 

5. Reaxda Saii T i  lfollorued by titk used in off& ifdiffsrmt) 

~ ~~~~~ ~~ ., 
s e r v i c e s ~ a n d  s t a f f  and eva lua t i on  o f  the  progress o f  each school and system i n  t h e  s ta te .  
Student Assessment i s  a l s o  r e s  ons ib le  f o r  develo i n  tes ts ,  anal z i n  and d isseminat ing dal 

Drov id ina s t a f f  developmen! t o  l o c a l  school s la f? ,  s t a t e  s t a d  an! developing p o l i c i e s .  
1. R m d  S r i a  h i p t i o n  

Documentsrelatingto: Average Test  Scores f o r  t h e  BST(Basic S k i l l s  Test )  g iven t o  a l l  10th 
This  file contains the following documents linc/vds form numbcrrvrd tit& if any); 
Attach sampks of the file. 

Graders ( A l l  - i n  the  F a i l  and Retests i n  t h e  Spr ing f o r  those who do n o t  pass i n  t h e  F a l l ) .  
Test  Scor ing prov ided by t h e  U n i v e r s i t y  o f  Georgia. 
Indudedare: 1. School System and I n d i v i d u a l  School Sumnary o f  Average Scores and percent 
o f  students passing t h e  t e s t  (by sub jec t  - Reading and Mathematics) and S k i l l  Sumnary. 

2. Student Performance Sumnary which l i s t s  average scores f o r  Reading and Mathematics 
f o r  spec ia l  ca tegor ies  o f  students,  such as those i n  Special  Education. 

Fileisarranped: Chrono log ica l l y  by School Year, A l p h a b e t i c a l l y  by School System, thereunder 
a l p h a b e t i c a l l y  by i n d i v i d u a l  school. 

I. MDnthly Referem R r u  How often are records referred to wh~ch are: 
10 ; Thirteen to twenty-four months old one to six months old 20 ; sewn to w e l m  months old 20 

twenty-five months and older L? 
I. Annual Rat. of Accumulation of Records' 

%. 

; Legalz.ize drawers ;Shelves 'I2 ;otkirprifvl Letter-size drawers 

I O m l  1-50-71. R e .  76 



a. Is this the official mpy of the wYI7 

b. Does mC series mntain mnf i i tu l  information requiring mar i ty  handling? If yes. cite law or regulation. 
If not wh ere is it? X 

X 

I 9. I s  the information pntained in t IS series cwr 1 alyzed,yd/w -ded p su mi d rewn? 

It. Retention Requinmrm The following requires the sericr to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation -wars. c. Administrative need 6 years. 
c. Federal law -- -years. f. Federalretention instructions years. 

Attach copy or excen of l a m  or regulations. Explain administrative med. 
Other Department Sections such as Compensatory Education, Special Education, Chapter I 
and Curriculum Services analyze s ta t i s t i c s  to establish program needs. 
open t o  the public for research. 

Records are also 

17.. Appowd Oirporition Instructions This agency recommendr that the f i k  series be cut off n tho end of pch: 
0 Calendar Year; 0 Fiscal Year; a othec Schnnl Year then. 

(*8/15/~ thru 8/14/~) 
Hold in the current files area  month^ 5 ww(s);thon 

0 Transfer to local holding area; hold 
0 Transfer to State Remrds Center: hold 
0 Destroy. 
pb Transfer to State Archives for permanent retention. 
0 Other l&h?cify) 

yearid; then 
yearls); then 

These instructions apply to al l  prior and futrrc ammulations of the series. 

Date 
3emmmendations in psra- 
raph 12 are approved. 
If disppmu?d, atuorr ktter 
if exp1anatim.l 


